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SLICE/MARC-0 CATALOGING DATA SEARCH AND PRINT SERVICE

USERS MANUAL

INTRODUCTION

The purpose of this MANUAL is to provide the detailed information needed by users

of the Cataloging Data Search and Print Service for day-to-day operation. This manual assumes

an introductory understanding of the service which may be found in the publication SLICE/MARC-0

DESCRIPTION OF SERVICES or in the following section.

BACKGROUND INFORMATION

This SLICE/MARC-0 service h specifically designed for cataloging support when

the Library of Congress cataloging copy cannot be manually located by the requesting library.

In a sense, this particular service might be considered a cataloger's last resort before initiating

original cataloging, and is intended as a supplement to the normal procedures the requesting

library follows for obtaining LC cataloging data. Briefly stated, the service consists of searching

requested LC card numbers against the entire MARC data base, printing the requested LC catalog-

ing data found on MARC on computer paper and returning the printed data to the requesting

library.

From the users point of view, the LC card number is the key to the service--the

requesting library sends SLICE/MARC-0 LC card numbers and SLICE/MARC-0 returns the

complete LC cataloging data which corresponds to those LC card numbers to the requesting library.

Libraries get the LC card numbers from various places. Some wait until the book has been re-

ceived. If at that point LC cataloging data cannot be found, they open the book to the verso

side of the title page and simply copy the LC card number found there. Other libraries write

the LC card number on the order slip; most reviews include the LC card number as part of the

review and since many libraries order from reviews, it is easy to capture. Once obtained, the

LC card number is the key to successful utilization of ,the SLICE/MARC-0 Cataloging Data

Search and Print Servke.

One last comment about the MARC Data Base being used for this service. It is

a complete data base of all MARC records distributed from the Library of Congress as part of

the regular distribution service or the RECON (REtrospective CONversion) distribution service.

Presently, there are almost 200,000 MARC records. About 90% of these MARC records have

LC card numbers whkh are in the "7-series" (that is, the LC card number begins with a 7 which

means that card number was assigned after December 1, 1968). Therefore, it is strongly recom-

mended that user libraries send only LC tard numbers which begin with a 7.
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AVAILABILITY AND INITIATING PROCEDURES

The service is available to all types of not-for-profit libraries In the SWLA region

(Arkansas, Louisiana, Texas, Oklahoma, New Mexico, Arizona). The SLICE office has available

funds to provide trial experimental runs for ci limited number of libraries. Information on this may

be obtained by writing or calling Maryann Duggan, SLICE Office Director, 2600 Stemmons,

Suite 188, Dallas, Texas, 75207, phone (214) 631-1272.

Libraries desiring to make use of the service on a regular basis may write directly to

SLICE/MARC-0, Oklahoma Department of Libraries, 109 State Capitol, Oklahoma City,

Oklahoma, 73105, expressing their desire. SLICE/MARC-0 will respond in writing by assigning

the requesting library an Account Number (which must appear on all orders) and CATALOGING

DATA REQUEST FORMS. When this is received by the library, it is ready to begin the service.

Libraries using the service have two options for submitting their LC card number

requests: 1) hand-written or typed on standard Cataloging Data Request Forms or 2) keypunched

in standardized format ready for computer processing. The following two sections give instruc-

tions for the two alternatives. For both speed and economy, it is to the library's advantage to

do its own keypunching; however, many libraries do not have ready access to keypunch facili-

ties or services. Illustration 1 is a schematic of the service.

INSTRUCTIONS FOR FILLING OUT THE CATALOGING DATA REQUEST FORM. (See Illustration 2)

1. Type or write the data and your address in the upper right corner. Whatever

address is put there is the address to which the printout will be returned, so make sure it is com-

plete and includes the name of the person or department where the printout is to go.

2. Put your account number (assigned by MARC-0) and the order number (assigned

by the requesting library) in the indicated places. Both numbers must be exactly 2 digits in length.

The Account Number is required on all orders; the Order Number is optional at the choice of the

requesting library. The purpose of the Order Number is to provide a unique identification for each

order submitted; thus, the first order would be Order Number 01, the second order would be Order

Number 02, etc., up to 99.

3. List the LC card numbers desired using the following rules and examples:

a. If the LC card number has an alphabetic prefix (very few of them do), place

it in the column headed LC Prefix. Otherwise, leave the column blank.

b. In the column headed LC number, write the 2-digit numeric prefix followed by the

six-digit number. If the digits following the numeric prefix do not equal 6, place

leading zeros after the 2-digit numeric prefix and before the remaining digits to

make the total length of each LC card number requested 8 digits. The hyphen

following the 2-digit numeric prefix may be written or not; it makes no difference.
4



EXAMPLES OF LC CARD NUMBERS AS THEY APPEAR
ON LC CARDS AND IN BOOKS AND. AS THEY ARE REQUESTED

72-111345

72-11134

72-1113

72-111

72-1

A65-1

AC68-56734

HEW67-567

LC Prifix
cc6-8

A

AC

IHEW

LC Number
cc9-16

72111345 or
72-111345

72011134 or
72-011134

72001113 or
72-001113

72000111 or
72-000111

72000001 or
72-000001

65000001

68056734

67000567
I

4. If desired, place a 2-digit local identirier with each LC card number in the

column headed LOCAL on the form. This is optional with the requesting library but most libraries

have found this very useful for such things as catalogers initials, branch symbols, book truck

numbers, shelf identifiers, etc. Thh identifier will be printed at the top of the printout for that

request immediately following the LC card number.

5. Count the total number of requests and put that number in the space provided

at the bottom of the form.

6. Check the completed form making sure there is a correct return address, the

correct account number, correctly formatted LC card numbers, and the correct total at the bottom.

7. Mail the completed request form to SLICE/MARC-0, Oklahoma Department

of Libruries, 109 State Capitol, Oklahoma City, Oklahoma, 73105.
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KEYPUNCH INSTRUCTIONS FOR THOSE LIBRARIES DESIRING TO DO THEIR OWN KEYPUNCHING
(See Illustration 3)

If your library prefers to keypunch its own requests to speed up the service and reduce

the total cost, the same requesting form used above is in a sense its own keypunch instructions.

Each LC card number desired should be on a different keypunch card in the following card layout:

cc 1-4 B991

cc 5 blank

cc 6-8 alphabetic prefix of LC card number or
blank

cc 9-16 LC card number without the hyphen (every LC card
number will be exactly 8 digits after leading zeros are
added after the 2-digit prefix; see point 3 under
INSTRUCTIONS FOR FILLING OUT THE REQUEST
FORM)

cc 17-20 blank

cc 21-22 local identifier or blank

cc 23 blank

cc 24-25 Account Number

cc 26 blank

cc 27-28 Order Number

cc 29-80 blank

Mail the deck of keypunch cards to: SLICE/MARC-0, Oklahoma Department of

Libraries, 109 State Capitol, Oklahoma City, Oklahoma, 73105.

SAMPLES

Illustration 2 is a sample completed CATALOG COPY REQUEST FORM. Illustration

3 is some sample completed keypunch cards. Illustration 4 is au 8 1/2X11 reduction of the first

page of the returned printout (the actual size of the page is 11X14). The cataloging copy is printed

six to a page in the same order as requested in the following arrangement on each page:

1

3

lb.
2

=mp

4

5 6

At the top of each printed notice is the date of the computer run, the LC card number requested

followed by the local identifier (if present) and the account and order number. Notice the use

of the local identifier in the third through sixth request; this will tell the requesting library what

this notice is for or to whom it is to be delivered.



PROCESSING AT SLICE/MARC-0

The MARC Data Base is searched twice a week presently; generally on Monday

and Thursday. In the future, if demand warrants it, a schedule of three times a week will be

initiated. Keypunched card requests are ready to go into the next computer run whenever that

is. Thus, keypunched card requests received as late as 3:00 on Monday afternoon can still be

processed in that day's run. However, printed request forms have to be keypunched first and

therefore cannot be processed until the next computer run (presently, on Thursday if the requesis are

received Monday). In general, then, libraries which do their own keypunching will receive faster

service than libraries which do not; but the libraries which do their own keypunching have already

had a delay at their end getting their requests keypunched so the net difference in time is probably

not great.

All the requests which have_been keypunched are processed at the same time. Thus,

in one computer run the MARC Data Base is searched and cataloging copy is printed out for a

number of different libraries. Without the economy realized through combining orders for a number

of libraries, the service could not be offered at its present low price. After the computer run, a

xerox copy of the request form and the computer printed cataloging information is returned to the

requesting library via first class postage.

COST AND BILLING PROCEDURES

The cost to libraries which submit their requests on the request form is 10 for each

card number request to cover the cost of keypunching, plus an additional 10 for each printed

cataloging copy returned. Libraries which do their own keypunching and submit requests on keypunch-

ed cards will pay only the 114 for each cataloging copy returned. There is a minimum charge of

$10.00 per batch of LC card numbers submitted on request forms and a $5.00 minimum per batch for

requests submitted on keypunched cards. Therefore, for maximu m cost efficiency each order

should contain at least 50 LC card number requests.

SLICE/MARC-0 will bill each account either monthly or quarterly depending on its

volume. Each returned order will show on the request sheet what the cost of that order was.

ADDITIONAL INFORMATION

The purpose of the manual is to provide users with all the information they need to

utilize the service. Unfortunately, this purpose is probably not completely fulfilled. Therefore,

the best way to get answers to specific questions is to call or write Kenneth J. Bierman, Oklahoma

Department of Libraries, 109 State Capitol, Oklahoma City, Oklahoma, 73105, telephone (405)

521-3659.
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FLOWCHART OF SLICE/MARC-0
CATALOGING DATA SEARCH AND PRINT SERVICE

Library with new books for which LC
cataloging copy cannot be located

IRCO

Clerk copies LC card numbers of the
hhnt8TAL0GING DATA RE-i

1
[Library keypunches
LC card number

Deck o KP request
cards mailed to
SLICE/MARC-0

CATALOGING DATA REQUEST
FORM mailed to SLICE MARC-

SLICE/MARC-0 keypunches
LC card numbers.

compu er searc es
MARC Data Base and prints com-
plete LC cataloging data for request-
ed LC card numbers which are on
MARC

LICE/MARC-0 mails printed LC
ataloging copy to requesting library
'th statement of ost.

Library processes the books so they
can speed their way to the shelves
;Ind into patrons hands

,01111101.

ILLUSTRATION 1 - FLOW CHART 8



CATALOGING DATA REQUEST FORM
. 7 . DATE:

To: SLICE/MARC-0

Oklahoma Department of Libraries
109 State Capitol
Oklahoma City, Oklahoma 73105

Account Number
cc24-25

cc1-4 = 'B991'

FROM:

!et v4 1 `i "i

1/V 411)0444,4

100 tOTO.LtiAl

Okr13 oe
Zip

cc2PT28
Order Number 0

LC Prefix LC Number Local LC Prefix LC Number Local
cc.-: cc9-16 21-22 cc6-8 cc9-16 21-22

..

w,'

F1711101
r15 012f14-
'i 8* 1 241412

177 os- 7 O9 6

ri 3 14910,3

( 9 3-s';?<iceg
7 9 n C 33.3.3

-7 d.01.11 3 4.

4 9 cxl.k- Ill

r/r/.3`)-1//3

' -I 1 Y9c(c:3

rj Lt. 4;ocsc
q eC1C, ..C. 0

6 cl 3:S:. 4.9 ccl

r 3
Bog

.

A c.
A

,/,; go,56934-

7138990,z

.

Do not go below this line - use second sheet if necessary.

Total number of LC card numbers

3
1Illustration 21 Completed CATALOGING DATA REQUEST FORM
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